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Page from Greg Hicks Play Book



Tired of Playing Marco Polo and Easter Egg Hunts at Events…



Client and other demands…



Stress… The Whining



Finger Pointing…  Who?



Session Goals!

Exposure, 
Inspire, 

Thinking,
Suggestions, 
Alternatives

One size does not fit all…

Get your staff thinking!
Fine Tune - Adapt



Summary:

+ Processes 
+ Standard Operating Procedures 
 
      + People that give a Damn!



Goal 1: Zero Missing & Defective 
Items at Events!

“0”
Goal 2: Consistency!



Crisis and Opportunity!



Leadership…

Starts in the restroom!
Respect

“Culture eats strategy for breakfast”
                                         - Peter Drucker



What you allow - you encourage!

How we do one thing - reflects how we do everything!



Seconds turn to minutes.
Minutes = Hours
Multiple Event Staff are Idle

> Lean: “2 steps or 2 seconds = $2.00”



15+ Staff Waiting to 
unload the truck…



20 staff at $40.00/Hr. = $800.00

$800.00 / 60 Mins = $13.33/Minute





20 staff at $40.00/Hr. = $800.00

$800.00 / 60 Mins = $13.33/Minute

1 Hr. / Week $800.00
$800.00 X 52 Weeks = $41,600.00 

More Competitive!      More Profitable!

Compounding….



Nine Wastes



Kaizen = 
Continuous 

Improvement



“Begin 
With The 

End In 
Mind”

-Stephen 
Covey

First Step…



“A great film is made on paper first” 
 –Alfred Hitchcock



If it can go wrong, it will...

It’s not what happened, 
it’s how you react to what happened!

Murphy’s law…



Packing Affects Many Aspects Of An Event!



On Site Event Staff…



Warehouse Packing Crew?



Executive Chef?



Planner: In House or Outside?



Salesperson?



The Client?



The Owner… Counting Cambro Beverage Transports



Take Responsibility = “Mesponsibility”

BlaME

Required Reading

Step 2,



Pull List
Vs.

Packing (Build) List

Attitude > Words = Actions!



Adjust “Elevate” Your Comfort Zone



No NETMA Badges





Paperwork…



A typical pull list…



Another Typical Catering Pull List



A Typical Catering Pull List



Software Catering Management Programs

Caterease
Total Party Planner
Curate 
Tripleseat
Elecate
Honey Cart
Flex catering
Honey Book
Etc.



Curate Packing List Screen Shot



Total Party Planner Packing List Screen Shot



Plan, create checklists, pack, transport and 

distribute materials, by: Activity!



Look in the box: Focus on the activity-task!



Homework: Read “Checklist Manifesto”



Planning “AKA” Mental Mise En Place



Refrain From Word-of-Mouth Event Planning and Execution



Documents AKA The Paper Trail



✓Documents Needed:

> SEO “AKA” BEO
> Catering Services Agreement “AKA” Contract, 
> Addendums
> Change Orders
> Event Schedule, Timeline, ROS (Run of Show)
> Layout Drawings
> Station Activity: Specifications, Photos, Drawings
> Walk thru Photos
> Walk thru Check list
> Rental Quotes - Orders; Equipment, Linens
> Proposals: Creative Partners, AV, Lighting, DJ, etc.



SEO “AKA” BEO = Banquet Event Order



Agreement



Event Timeline

Excel

Software Program



Menu (In the Agreement)



Event & Dining Area Layout



Formal Table-Cover Setting A Typical Layout



Hand Sketches

Typical Fryer Set Up



Station Set up Photographs



Carving Station A Typical

Library: A Typical Set up

Library: Station Build List



Site-Venue Photographs



Company Cam                                          Matterport



Creative Partners-Suppliers and Client’s:
 Quotes, Packing Lists, Invoice, Order Acknowledgements.



Change Orders

Delta = Change      
Written & 
Approved

Change Order: 
Date, Time,  

What & Money 



Pre-Event Staff Meeting Checklist



Table Setting Checklist  



Not at production meeting



Kipling: Six honest men…

Who, What, Why, When, Where & How…
Triggers



Red Pen: Questions, Clarifications, Notes



“Lift Off”



Use Mind Mapping to Brainstorm create and Details



Packing Process Map: Write Out The Process For All To See!



Basic Process Flow Chart



Value Stream Map: Customers, Suppliers, Information flow, 
                                 Product-Materials-equipment flow and timing.



SEO Packing List

       Excel

Extract and Transfer Information

What is needed to execute?



“When Catering, 
details matter” 

                                                
– Roy’s Rule #8



Extract and transfer the information

What is needed to execute?

Packing-Build 
Checklist



FAQ’s…





Adding Value…

• Add Colum for the item(s) price: Rental Value 

• Add up and usually see a 22%+ increase in sales.

• Adjust your pricing accordingly!



B4 You Leave Checklist



Packing-Build Checklist Master Library      Copy



Reality Check….

Excel LibraryManagement Software:
Update contents and pricing
 

 

Checklist building by exception!

 

Checklist building by exception!

 



Sort (Filter) by Source (Supplier)!

Linens

Rentals

Furniture

SE Packing List

Transmit Via:
+ Email
+ Fax
+ Hard Copy
+ Txt
+ APP

Avoiding NETMA Badge!



Sort (Filter) by Task - Activity!
       > In the Container

         > Delegate

Kitchen

Buffet #1

SE Packing List

Transmit Via:
+ Email
+ Fax
+ Hard Copy
+ Txt
+ APP

+ Container

Avoiding NETMA Badge!

Buffet #2

TP Expo

Details:
Drawings

Photos

Feed Back



Clip board

Order By:

> Task
> Activity
> Drop location



Rental Order Directions

> Order By Physical Drop Location

    Scullery, Kitchen, Bar #1 Bar #2 

> Specific Quantities IE Each Glass type at each bar

     Include a Map (layout) of the site ,

     Match Drops (Names) on orders and layouts
     Consider Call Out by Number when space is tight 3

Pro Tip: Include Rental Packing List (Without Pricing) in event Binder 

Rental Company places all materials at specific location!
                      Save labor 



Drop locations Names and Numbers Match Orders

1

2



Tote packed for task

Directions & Vision

Event Binder

Back Up 
Feed Back notes

Buffet #1 Buffet #1

Task Activity Packing List and Directions (Copy)



Event Packing List Is a living-evolving 
or venue specific document! 

Feed back from users!



Avoid Color Coding:  World is Text, Graphical, Digital Based 

1. Limited Color Differentiation

2. Accessibility Issues

• Color blindness affects 35% of the population.

3. Memory and Cognitive Load

4. Inconsistencies in Implementation

5. Dependency on Specific Tools

6. Scalability Issues

7. Environmental & Printing Constraints

8. Lack of Universal Understanding

9. Does Not Work Well for Text-Heavy Content



Use Painters (Removeable) Tape

Pro Tip: 

Green: Kitchen
Orange: Operations
Avoid: Dark Blue use Light Blue

Tadpole

Stainless-Kitchen



Labeling Totes for Special Events



Coming soon…

Automate 
printing with 

software, printer 
and removable 

3” X 5” label

Labeling Totes Automated



Coming soon…

Automate 
printing with 

software, printer 
and removable 

3” X 5” label

Labeling Kitchen
 Packing Automated

Contents 

Contents 

Menu



RFID Chip For Tracking Assets and Inventory
Printing RFID Chip (ink) is the newest trend



Preexisting Drop Off 

Packing Table Station

Previous Packing Space



Plenty of clutter…

Shared space, stuff gets missed…



Packing Team Operates Like a NASCAR Pit Crew

Stopwatch Pedometer



Problem Solving Technique: Fish Bone Chart

Ask: The Process or The Person?



Yellow Only

Packing List, Clip Board and Yellow Highlighter



Event Packing Puch V2



Packing Holster-Pouch V3

Packing Tools
   + Pouch
   + High Lighter
   + Canary Box Cutter
   + Binder Clip
   + Gloves
   + Carabiner
   + Tape 1”
   +Tadpole Tape Cutter



Avoid Distractions and Interruptions

The Blue Light

Packing Vest



Modular Packing By Task and or Association



Avoid using milk crates unless you own them



Avoid



Reasons for Using 
Attached Lid 

Totes!

> Modular or compartmentalize
> Encourages delegation
> Protects during transport, weather, crushing
> Manages weight
> Organize by associated task or activity
> Stackable, saving space
> Nestable, saves space
> Hand carry, hand truck, dolly, cart, palletize 
> Contain spills; wash, clean and sanitize



Attached Lid Totes



Best for Bar (Beverage) 80% 

Note Footprint fpr stacking



Packing Totes Other Mfg.’s
Akro-Mils (39170), Buckhorn, Orbis, Uline



Started with 10 Totes… 500+ Now



Materials In Tote… Totes On Roylie.



8 Totes / 1 person



Tote Dolly “AKA” Roylie

Front: Swivel  
Wheels 6” X 2”

Corner Bumpers

Rear: Straight  
Wheels 6” X 2”

D Ring 
Tie Down

Modification: 
Spanners Length Wise

Tote Dolly 2X “AK” Roylie



Snap-Loc All Terrain Dolly

Furniture Dolly = NO

Harbor Freight (Franklin) Dolly = NO

6” X 2” Wheels
 > 2-Straight
 > 2-Swivel – With Brakes

Snap-Loc = Yes!

Clam Buckle Strap >20’ Long



Totes Going Mobile



Super Crate for Beverage Transport & Service
milkcratesdirect.com 

Tall bottles fit inside
Easy to see and transport

Stack’em



Best for Chafing Dishes and Decor



Packing Chafer

Better Improved



This Photo by Unknown Author i s l icensed under CC BY

Label utensils, bowls platters with Post It notes

https://en.wikipedia.org/wiki/Post-it_note
https://creativecommons.org/licenses/by-sa/3.0/


Packing Ahead of Schedule

Photo attached to the tote



Packing For Loading; 22-3-Gal inserts Matzo Ball Sour



Breakfast for 3,000 in a 22’ Box Truck



Place Opened Totes 3’- 4’ From Use…



“Begin with the end in mind.” Packed Totes.



Improved Packing Station Overview



Warehouse: Top 

Warehouse:  Bottom  
Grocery Store  

Admin  



Kan ban = Sign-Board
Inventory System



Packing Table…



BEO (SEO)



Tips:

1 per event
Staple to BEO
11 Pt Font Min.
Yellow Highlighter

Drop Off Delivery Packing Checklist

Translate & Transfer



Drop Off Driver Summary Sheet



Kitchen Expo

Kitchen Green Hihlighter



Before: Chaos and Hunting

After: Organized

Adjustable Dividers

Clear Clips with Dry Erase Tape Dry Erase Markers



That’s Not Right…



Label All ContainersLabel Transport Containers

Cold

Hot



Label For Contents And Quantity



Label: Contents & Quantity



Labeling & Packing

Label Multiples: “1/3, 2/3, 3/3” 

Package to protect delicates 



Annapolis Graduation Story Advice



Conclusion
Questions

Request Updates
tablewizard1@gmail.com

562-595-2801

mailto:tablewizard1@gmail.com
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